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Overview The “View Vendor Documents” folder acts as a history folder for 

documents that have been submitted by the Vendors CAGE Code.  All 

submitted documents can be located within this folder.  By viewing 

documents found in this folder you can identify what their current status is 

and see what actions have been taken by viewing the Misc. Info tab within 

the document. 

 

Procedure Follow the steps below to view the Vendor Documents folder. 

Step Action 

1 After Logon, click on the Vendor link at the top of the screen. 
 

 
 

2 Click on History Folder. 
 

 
3 Select the CAGE Code. All other fields are optional but will narrow the 

search results of entered.  Click the Submit button. 

 

 
 

 

Continued on next page 
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Procedure The steps below are continued from the previous page. 

 (continued) 

Step Action 

4 To view a document click on the blue hyperlink found under the Shipment 

Number, or the Invoice Number columns. 

 

 
 

5 Review the document by click each of the links.  The Misc. Info tab 

contains the actions taken on the document. 

 

 
6 Click the Previous button to go back to the Vendor folder.  

 

 
 

 


